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FOREWORD 



This pMblictdion provides leaders !of public ^qhool ddult education pro- 
grams With a practical guide to the organization and content of a workshop 
for mature women who desire to return to work. The section oHv organization 
presents the rationale for such a course. It'also treats stfch basic matters as 
the selection of the workshop leader, the ||iromotion of the wo|rkshop, and the 
conducting of such a workshop. The section on scope gives a session-b/-ses- 
sion account of the actual workshop. The appendix provides a bibliography 
as well as information about education and training programs. 

Deep appreciation is expressed to Mrs. Henrietta F. Robe, Associa/e, 
Bureau of Special Continuing Education, 'for her tireless and devoted efforts' 
in carefully gathering and organizing the materfal for this publication ^nd 
for writing .the manuscript, i 




Appreciation is expressed for the interest and valuable contribution! 
of the following individuals: 

• Miss Guin B. Hall, Deputy Commissioner, Women's Program, New 
York Stat^ Department of Commerce, for, her generous assistance in 
sharing materials ^|«pared by the Deparftnent, including the Catalog 
o^ Job Informafion Sources; for her suggestions to other sources 

information qrr job counseling, arid for her^^ritical reading of the 
manuscript ^ 

• Miss Elizabeth J. Ewell, Associate, Bureau of Guidance, New York 
State Education Department, for redding the manuscript and making 
numerous suggestions which hdve strengthened and enriched its 

^ content \ . 

• Miss Carolyn Green, As^ociate^Employment Consultant, Gouniseling, 
and Or. Pauline K. Anderson, Associate Employment Consultant^ Tesf-^' 

. ing and test Deiyelopment, Division oiF Emplojhnent^^New York State 
Department of i,aljor, for their helpful advice and for their recom- 
mendations regarding cooperative relationships between schools of- 
fering theworkshop and the New York State Employment Service. 

Appreciation is also expressed to the following individuals who pio- 
neered in job counseling for women, and whose experiences contributed 
significantly to the preparation of this publication: Miss Ann Crpnin^ Direc- 



tor. Seven College Vocational Workshop, New York City; Dr, Niki Kominik, 
Grey Advertising Company and Counselor, New Y6rk Advertiising Job- 
Finding Clinic, and Advertising Career Clinic; and Mrs. Marcia Singer, In- 
structor, hTew York University Center for Continuing Educchion and instructor 
of job counseling classes offered by three public school adult education 
programs in Nassau County, Long Islanci; and to Elias R. Kagan, District 
Executive Director, Vocational Service, B'nai BVith, New York; and Mrs, 
Lucille Kinne, President of the Business and Professional Women's Clubs of 
New York State for her. ideas and sharing of materials. 

This project was developed under the guidance of Dr/Vivienne Ander- 
son, then Chief of the Bureau and now Director of the Division of the 
Hu^nanities and the Arts. The hnarruscript was edited and^prepared for 
publication by Vernon C. All^yne, f9rmer Associate, Bureau of Continuing 
Education Curriculum Development. . " 
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INTRODUCTION 



Women to da/ are a very impomint part of the nation's work forc^. 
It is no longer considered unusual for b woman to majntain her responsibili- 
ties as a homemaker while enjoying a carl»er outside the home. Currently, 
there are 2Vi million women workers ir\ New York State, representing over 
a third of the State's manpower. ,W 

The nature of New York'^ woUen workers has changed appreciably 
during the past decade. Today the average working woman is married, has 
reached her fortieth birthday,^ and/finds herself engaged In a wide variety 
of occupations outside the home. Although the largest number work in cleri- 
cal occupations,. 13 percent ore ei|igaged In professional technical work, 
and this number is growing ragidiy, / - \^ 

More thqn In any previous generation, it it now possible foremen and 
women to make, a variety of chorees concerning' their roles i^i life. However, 
for the woman who has spept JZOor more^ years as a homemaker, this choice 
is not easily made. In many cases women do not realize tha^ they have any 
choice, or that they are wahted and needed as workers. 

Clearly, there is* a need .to provide information and guidance on op- 
portunities for mature women /n employment— information on 'opportunities 
ecfual to th^ abilities, on/the j^emands of a job, and how to look for a job. 
This short term course, Sacfc fp Worlr Workshop for Women, conducted by 
local public school adult |edu^ation program leaders, should be of material 
help to women who wish to n^dike a transition from home to the world of^rk. 
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TNfRODUCTION TO THE WORKSHOP 

✓ ' . . - ^ ^ . ' \ , ' , 

Today's m^ure American woman i$ creating a new image of herself. 
She is a youthfulilYature woman— youthful both in appearance and in mental 
J outlook. In 1960 over one-third (34.8 percent) of New YoVk Stqte's wornqn 
between the ages of 45 and 65 were in the labor force. The need for 
women in employment continues to ris^, and pb opportunities for older 
women are expanding. However, many womeir Who would Jike to work are 
not fuljy aware of their abilities or how to go about Ending a |ob which will 
make maximum use of tkeU^ilities. Some women have never held a job 
and have no specidy|g[|^pb skills,#but their experience a$ homemakers or 
volunteers can be put to use vocationally. Some feel that their work skills 
need^ sharpening after prolonged absence from a job. HowevefV they do 
not quite kn9W what to do about bringing these skills up to dhe for toda/s 
job needs. Some are confrontecj with the dilemma of not knowing whether 
it is a job they really want, or ju^t dinew and challenging role. 

These are not unhappy housewives and mothers seeking escape from 
their families. In many cases they^ have grown children. Some hove r^ently 
become widowed and need to support themselves and their fdmMies. Some 
want to help with the family bills, to obtain some ''extras" fbrlKeIr families, 
or to help insure a college educatiorf for their children.' Some are contributing 
to the supp^ of aged parents. They are women in their forties and fifties 
who, in gen^l, can expect to live another 20 or 30 years of reasonably 
healthy life, apd they want those yearit<^e useful and productive. 

Our^panding economy requires that an increasing numbei;,of mature 
women enter or re-enter^?Ite'labor market. The U.S. Department of Labor 
currently reports thtft the fastest growing occupations during the next 
decade will be the professional, technical, service, and clerical occupations, 
in which the employment of women h high. In J265, for example, women 
held 7 out of 10 clerical positions, 5 out pf 10 servl^a jobs (except private 
household), and about 4 out of 10 professional andMechnlcal positions. Our 
increasipg population; with its increase in manpower needs, will require that 
a greater propQrlion of women fill the manpower gap; particularly in view 
of the declining unemployment rate among male workers.^ 

Another expected increase in manpower needs is for the subprofessional 
. In many areas, (;onsideration is being given to the question of how 



the nonprofessional aspects of many professioYial jobs can effectively be 
assumed by persons with less than professional trdining. This is particularly 
true in the health services (hospitals, clinics, health centers, nursing homes/ 
laboratQries)^s welfas in social work and teaching— areas traditionolly 
. open to women. ■ 

The unused talents of mqny women college graduates are j^relently a^ 
concern of the academic world, and hove resufted Jn an effort on the part 
of some colleges to' encourage former graduates to update their schooling 
and to make maximum use of the education that took years to acquire. 

The Seven College Vocational Workshop; for example, sponsored by 
Barnard, Bryn Mawr, Mount Holyoke, Radcliff e. Smith, Vassar, and Wellesley, 
.has been offered at Barnard for the past few years to help mature college- 
educated women reorient themselves to the needs of the labbr rrtarket and 
to make productive use of their abilities and edii^xition, either vd^ 
or as citizen volunteers. 

A few institutions of higher education, including Hofstra University, New 
Tork University, and the New School for Social Research, have offerecl 
courees of a similar nature for woniea with college backgrounds. 

In public'^acfult education programs, a feW school systems, includ- ^ 
Ing those that follow, have offered similar courses for women: Baldwin, 
Franklin Squdfe, Port W*>shington, and Rockville Centre (in cooperation^ 
with the Nassau County Vocational Education and Extension Board). Courses 
of a'somewhat similar nature have been offered by the Amherst-Siiyder Cen- 
tral School and the Mt. Vernon Public School adult education programs, 
^with cooperation fronrthe local Business and Professional Women's Clubs, 
, Also, iij recognition of this need, a number of voluntary organizations 
and groups have organize^! and conducted institutes, clinics, and job data 
surveys. Notable among these are the efforts ^of B'nai B'rith, the Business 
and Professional Women's Clubs of New York State, the New York Adver- 
tising Club, and the YWCA.. 

^Govern^->letS6n A. Rockefeller has shown his ^wareness of this 
problem by ap)9ointing the Governor's Committee on the Education and 
Erppioyment of Women, to study the problems and rpake r6<^|n^gc{pj|ions 
for the implementation of its suggestions by the State. > 
' During its deliberations, .such points as the following w|»>/ep^'^dly 
mada by the committee: / ' ' ^ --'-- '-^ 

^ • An increasing number of wdmen desire to re-enter th^ labor market 

i/'i . . ; J . 3 
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and to engage in work of their own choosing so that they may 
achieve maximum productivity and personal satisfact(^on. 

• These women need encouragement to overcome their lack of con- 
fidence • . ^ y 

• They need orientation to job opportunities and present-day job re- 
quirements 

• They need information on existing opportunities for troining, re- 
training, and continuing education. 

In its report, dated December 1964, entitled New fork \Vomen and 
Tfiei'r Cfiongmg World, the Committee clearly raised the^quet^tion, ^^How 
can State agencies aid in the guidance, retraining, and continuing educa- 
tion of wom9h who.may at some time return to the labor force?'' The educa- 
tional offering outlined in this application can be one contribution whi<!h 
the public schpol is well equipped to make and to offer throughout the State, 
at a time and place mosT^onveniejit to those who would avaiU themselves 
of it. - 
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2i;m^cripti6n of the workshop 



A 6-session, 2-hour workshop for moture women, providing informa- 
tion on possibilities for entering or re-entering the world of work Is envi- 
sioned. The workshop nnight well be offered duriijg the day at hours most 
convenient for nonworking; mature women. It h suggested that enrollment 
^ .be limited to 20 students. The course can be expanded, if it seems desirable 
to do sb, to allow more tjme for some of the areas of, discussion. 

These workshop sessions will include the following activities! 

• Discyssion and dissemination of information as to what is involved 
in a return to work ^ 

\* Taking self-inventories ' 

• Information about job ^opportunities, with special . attentipn to the 
new and developing occupations ^ 

• Suggestions on how to look for a job 

• Self-employment ideas . . v ^ ' 

• Preparation of a letter of application and resume \ * 



V • .... ^ 



/ SELEGTINGTrHE lEADER 



e;person selected ^ conduct t)iis widrkshop mustvha^ a thorough 
'^J^j^erstahding of drives of Americoh Women of todo/ 

and their chohgfng role io the labor force. She must have the^ability to es- 
tablish' rapport witb dil of th6 participants in order to giye^thenrf cf sense of 
^ security i^ould they experience any feel ing^^of frustration or iijsecurityv ' 
• JhrteWns of professional competenc^^^ have a back- 

ground in vocational counseling with jsi^iuits, either through training or 
expe^j^ce*. Persons with the necessary professional skills generally can be 
founa in Stafti employment offices; iri schools, serving cis guidance coun- 
selors for adyffs; in placement offices of business, industry, unions; and, 
sometWes, in voluntary organizations v^ich provide special counseling 
services. / : . / 

For sonr^e-^f the sessions, it will be necessary to 9btain the help of 
spec^lists, such as representatives ^of the State Employment Service and 
personnel directors Jrom local business and industry. This means that the 
6^ workshop leader should be^able to identify local persons who can make. 
vc|luable contributions to the workshop. 

U^ng Resource Persons 

Whenever a resource pidfron is invited to participate, he shpuld be 
well briefed about the problems and needs of the class memliers. He should 
be asked to be candid and realistic in presenting facts abouit his 'Spteial^ 
field— the opporfei^ties, hazards, requirements, training, and preparation 
involved.. 

Speakers should be requested to illustrate their ideas generously with' 
actuol srfuations. They should b^old tKat the workshop members will be 
rooking for specific answers to the questions they raise. Speakers should be 
encouraged to4Rring pertinent materials with them for distribution. 
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PROMOTING mi WORKSHOP. 



/Get th^Help of Your Local Newspaper ^ 



persof^Oir contact with a reporter from /our local newspaper 
I in qdvance of the worksj^op. Discuss with'him the local neecl lor a 



Matce 
some weeks i 

course of this type and the plani have developed for it. Try to interest, 
hfm in writing a series of articles about the -workshqp. The firyt such article 
rtiight relate to pGj(tinent information fn the State publication/ New' YorH: 
Women, using data from the Iota! State Employment Service. 

This article might be folto^ed with on announcement describing the 
workshop and speakers. Stress thot this workshop is to be offered during 
the dc|^ when it would be most convenient for nonworking women. Ask the 
newspaper to publish a registration blank: 

During the series of workshops, the newspaper might be willing to 

prepare a feature story based on the women wh^are porticipoting. 

, m 

. In all such articles, keep in mind future '"course-takers." Hgye inter- 
ested persons send in their name^for possible future workshops. A^so, re- 
member that these articles, in addition to reaching other women^^j^ould 
help in developing a better understanding oT^e value of hirihg mature' 
women by local employers. ^ 

Send Out a Flyer . 

Since this is a new offering, it would also be advantageous^ prepare 
a special flyer for distribution to women's organizations, church groups, 
and PTA's. Ask the libraryv4o post the flyer on its bulletin board, and keep 
copies on hand for furtfier dist^utiOn: 

Another Source of Pron(otion ^ 

Discuss this new course offering with the progrom director of tlltllocal 
radio station. Suggest ^jhat he c^rronge on iMrview-type progronvto dis- 
Co^ the community's need for such a cours^Cncouroge him to use spot 
Mnounccments well in advance of registration, uslng^ data given in the %er. 



CAREER WORKSHOP rOR'MATUR^WOIiiBI 



Something New • 
Just for You I I 



A workstfop lor mature women 
' - offered by , , 

Name of School. 

/ ' Telephone Number 
/ Adult Educafioh firtigram 
/* ' of X Schqoi System 



Are you searching for /^Perhaps you will find this 

something different and new? . y message ^^just for you.^' 



Woujrel you like to — ^ 



Add to your farfiily income? 



Mdlce better use of your talents and skills? 



Make better use of your free time? 

^ Prepare for a ^^second career"? 



If your answer to any of these questions is ^^es" register for this workshop 
and get practical Glslvice along with other women who have similar goals. 



Registration dates: 
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CdrWUGTINO THE WORKSHOP 



This worksfi^ has been conceivpd as an offering Hiy^ich each par- 
^'ticipannwill try to find a solution to her own problem Jmroagh purpb^ful 
job planning. Assfstanci^will be given regarding 

finding 'infoVmation, am job-finding techniqojis; !^ addition, to^^ 1^^^^ 
searching for personal lis^ participants ore eagjcted to shdres^eirfi^^^^ 
to give others encouragemetnt dnd/^in genfl||Bip he(p;^ne iqn^ 



^constructivelbriticism-and sfjggestidns. ^ ' ' - If / . 

The workshop leader and specialists hove the reispbnsibilit/ for help- 
ing the woVkshop members to gain better insigh^^ intd'tf%ir own Vtuations. 
^ b/ providing informOtion/on new and/devetop^/m needs/ b/ 

identifying local resources,^and by suggesting I'efei^ence mQteri<bk 'j^^ 
employment infqrmotion: v ; , * 

A list of selected references^ l^luded in Hii appendix, might be dupli- 
cated for distribution. Reference^o^iM be made tp these materials during 
appropriate session^ and workshop menpfbers should :be eneburqged to 
seek such free dnd inexpensive niorterials/ 

It is highly dlBsirable to have on one or two copies of ^ 

pofionar Oufloofc Handbook for convenient reference by members of the 
group. This publication contains fanqsic,. current carecir information ^for use 
in guidance. It is very likely. that the school library will have copies. 

Where the library has ^other 'materials that have been suggested, it 
would b^ desirable fo borrow them for the use of the group during the. 
workshop. 
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COOPERATING WITH THE STATE 
EMPLOYMENT SERVICE ; 



As sooh OS a school s/stem decid^es to offer this workshop, the director 
of adult education should "feontoct the area' director of the nearest Area 
Office* of the State Employinent Service to seek active cooperation m they 
following organizationpj^^pdh ' ^ 

• ^^ittiny^wBTOnfimehdatio^^^^^ a possil^le* workshop leader or c0- 
' ocdmotor ' V ^ / (. 

Getting recommendations ftoni the St0e Employment Service c^s to • 
the specialists '^best equipped to help during the sessions sugg|6sted ^ . 
in the course outline * / ' ..^^'.^ ..: ^'-^^ ..- ^ 

• Malcin£|[^rangemen1s^ for furt'her vocational counseling and qjstitude 
testing^A^kshop members b/ the State Em()lo/ment Service during 
or folldwiftg the workshop where tliat seems desrrabje. 

Area Offices are located as foffovirs: , ^ 

Syracuse 

Stdte Employment Service 
614 James Street, Syracuse 13203 
(Covering Buffalo, Rochester, Syracuse, Binghomton) 

Albany 

State^Employment Service 
State Campus, Albany 12226 

(Covering Albany, Utica, Schenectady, Westchester, and Long Island) 

N^BW York City 

State Elhployment Service 

• 370 Seventh Avenue, New York City 10001 
^ (Covering New York City) 



Session I 



THE PLUS AND MINUS Or A JOB 



Topics for Discussion 





1. introduction to the course \\^< 
^ture of the workshop ^ 
Resfx>nsibilit/ of rach pqrtidpont ^ ' 

' Description of the six se^ions ^ 

.2/ Womcia's place---job, home, or both? 

W<^meD in ^plo/ment 
^ ^ Women going back to school for training 



3« The meaning of a job- 
^ Satisfaction derived frofn work 

Family npnsiderations 

Cpstfoaors * 

4. Taking sto^k of oneself . o » ' 

Worlcshdet A - A Job and the jpomil/ ^ 
Worksheet B - Taking a Self-Inventory * j ' j / 

Suggested Procedures 

In this inUial contact with the group, every efFort^ouid be made to ^ 
arouse intere^ and enthusiasm, to stimulate lively pomcipation, and to 
make each participant aware of her personal responsibilityyfor purposeful 
planning. -It should be made clear that eoch workshop member is expected 
to try to find a solution to her porticulor pr6blem(s) by reading, preparing'/ 
written assignments, and doing job reseorch. The leaders and specialists 
will, in turn, provide information and guidance on the maximum use of 
existing resources. Other than short me#ings after class, guidance wHI be 



limited to the worl^hop discussions. Tell tKe group that anyone 
hesitant about raising a question iri clas^ should feel free to glye 




^01^6 the instructor In written fornn. Answers will be given jithe^ 
ually/allrer meetings, or to the class ck o whole without idi 
person raisinjg the question. ^ \ ''^ 

h with a^tatenneht About 'Hhe changing role of the AmeKcdn 

womar^r After an initial statement, involve the group Iq a discussion about 
suych questions as the folfbwing: ^ I 

What doyou think about the so<alled 'feiru^ine mystique''? 
\ this the comhion poinf of view of ifiarried women today? 

•/What are some of the problems encountered by working wives? c: 

When cdn a family be pen^ized by koviti^ ci working mother? - 
• Can a ^career be satisfactorily ggombified with running a household 
Follow with ilis^usslipn on the topic >'a fob and its meqnln 
such questioh^as: V> "-^^.^ 0 




y • y^hat does a job^ctudilv provW© over aridibeyond the ^oi^^0M/^ 



• Can these satisfactions ^ achieved iri^oirfivities other tht^^S , 
employment? i - ^ >^^^^I ^ . 

• What does One hove to give up in accepting qujob? ^ -^^^^^i^^''^ 

After sotficient; discussion distribute Worksheet A— A Job and fl^amily 
(see page 15) gnd explain that finding answers ,tp the abbVe questions 
may help th^ group to undarstond its situation and ^ to makejMttQr vdkie 
judgments. Have the ^oiup discM|» these and reloted tjuestions. ^ ^ 

# Before' the close of the meeting/ distribute Worksheet B^A Setf-- 
• inventory (see page 16), whfch should be filled out durfeg the week and re-. 
tiJrned, wittj Worksheet A, at the foljowing session. Iristruct the members 
to include all their experiences, abilities^ and vocationaKskills.^ Tell them to ' 
''dig out" any skills or talents that might have been reyeqiecl through hobbies, 
port-time Jobs, or volunteer service. » 

When self-inventories lire brought Jback to class, they should be cqre- 
fully studied by the workshop leader, who must realize that at this poiijt, 
most of the participants will nof know for which field they are best equipped, 
or which they really wish to enter. Many will hove limited work experience 
and training. Some \^ho worked earlier in life may not want to return to 

^ _ • . ■ • ■ ' 13 



ERIC 



their former emplo/ment. While tKe/ do not aspire to mafor , careers, the/ 
do -not desire to iake a routine job merel/for the sG|ce of having a job. 

At a later date^members of the group shoulcT be asked to fill in >Afork- 
sheet B a second t(me. tl|e answers on this ^^^^ ^^^^^ ^^Y shof^ignificant 
changes resulting from their new understandiffd of their ^pirations, abilities, 
and poten'Tialities* Before the termination of the course, these self-inventories^ 
should be returned to the participants with written suggestions b/ the leader, 
regarding occupational pursuits and {ob possibilities.-This personal inventory 
"should make it ehsier for the participants to do job researching without 
•wasting time* ' ^ ^ \^ ( 





, . > WORKSHEET A 

^ A JOB -AND' THE family" 

If you are tliinking about obtaining a fob, /6u would do well to weigh 
the advantages against the disadvantages of such a venture. This may start 
you thinking about the following: , 

What does yourVusband thjnk about your working? ' ^ 

• Will he think that your working might reflect pn his obilit/ to pro- 
vide adequately for hh family? 

• Would a jofc place you in competition with him professionally-^ 
'^^T" otherwise? , . ^ • . 

• Does he expect you td devotis ypui^evening houj^s t6 the discus- 
siok^of probtems or situations Whiclwi&\micoyiters on his job? 

• Would he be willing to share in the^:home responsibilities? 
What effect would your working have on you^, children? > 

• Whatdothe^thinfcaboutyourtakingal'ob? - 

• Are they old enough to manage for^themselve$ offer school with- 
out supervision]? If not, can you ^nd cijBpendable supervision for 
them? C \ V V 

• k their health g^d? . 

How do you feel about your working? i^/^ ^ 

^ • How much time can you really spare for'a job? 

• Are going to ^ able to spend as much time with your 
children as you belipe you should? , 

• Have you enough energy to put in a fi/ll da/s work, and then 
come home at night and give time and attention to your young- 
sters? • 

•>Are'you likely to earn enough to enable you to hire capable help 
for the housework? Is such help readily available? ' 

• What about th^amily dinner? Will you be\»h{e to tope well 
with that respojisibility? 

• Do you really want a paying job or simply some new and intere^- 
ing challenge? -a 



Name . 

Address _ 
Education 



A SELF-iNVENTORY 

— — — 



/ 



■■ — ^ ^ 

On-the-job training (if any) ^ j 



^pare time activities and hobb^s 




Health _ ^ !_ tXny physical limitotions ^ 



Name fields of work which appeal to you 



Paid jobs held Date Description 




Date Description ^ 

. # 



Other comments 

, -J 
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Session II 



CURRENT EiyiPLOYMENJ SITUATION 

Topics for Discussion ^ \ ^ 

Current employment opportunities (part-time/ full-time) at skilled, 
poraprofessionol, and profe^ionol levels where shortages #xist, 
and where there is likely to be <^ontinuou$ recruitment 



Suggested Prbceiures 

- This session requires direct assisttdUce from the ^te Employment 
Service. In order to identify the person ^st equipped to discuss thU^^^^^ 
seek the advice of the area State Employmenf7Seiyice (location given on 
page 10). The person who agrees to mokiB this F>re$erttation should be well 
briefed (see page 6). fie shoqidNbe asked\tp focu^:bn local and area em- 
ployment needs, keeping in mind the particular potentialities of the work- 
shop group. His presentation should include: ' ^ 

■ ■# ■ 

• The role of the State Employment Service ond Its functions in re- 
spect to job counseling and vocational testing ^ ^ 

• Local and area employment opportunities, including the demand 
occupatbns and new and emerging types d|Jot)s; descriptions of 

^tpsks associated with these jobs, the general qualifications for 
them, and the physical demands^ such jobs 

For example: Market Researcn^ Field Interviewer 

Work in: Market research agency; market research depart- 
ment of advertising agency; government (labor statistics) 

Duties: Obtains, for research purposes, information regarding 
.topics of public interest— radio and television programs, 
consumer products— by conducting individual interviews with 
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the general p(j[blic or selected groups, /using avprepdfed 
questionnaire, and recording rea^ni to inquiries/ Inter- 
views may range from the simple ^ecldl^^questionnpire to 
the more cpmptex depth inWr^ew. Ihteifviewr by telephone. 

Quoiificatrons: High^c^bl or college graduation; physical 
stamina^ for consitiorabfe walking, stailmg, climbing of 
stairs; ability^ fo estciblish rap|)o^Erwith individuals of diver- 
sified backgrounds; ability >o present c^estibns toclfully an^ 
to elicit nje0niifgful responses; obility to work upaer prossure 
ih order to meet deadlinesr ^> 



' • Need for updated skilU * S 



In pfanni|i(|Vjiie discussion on self-employment, obtain suggc^stioni and 
mat|riais frompl^e jfnqny vafuoble publicirtions of the Roman's Prpgrdm 
of th#ll|le^ l^c^ State Department of ^^^^ If F^ssibie, t^ tb^is*. a 

specH|iist^6m fh subject. In briefing such a person, 

be $tft^^lndkalte tfM» amount df time ^llpqcifed for this part oiF the session. 

Ai^/ members to res^^ their findings.;^ this . 

invokeis finding out which busmess fi^^ have a need fo^ 

specifiiD skiili or abill^^^ with the proper person to get 

ilp-to|qicrt6 ihfonnotio^n 

j^efore woricshop mi^inbirs leave, collect completed Worksheets. A and 
B. THese should be carefully stOdied' by the workshop leader for the purpose 
of giving advice and recommendations regarding^ob possibilities. 



WORKSHEET C 



. ASSESSING YOUR SKILLS 

Frequently hobbies or personal interests caij be made' to pay off. This wdrk- 
• /» «sheet may h^lp you to do a bit of vocational self-dnalysis. Chegk' those 
. areas for which^ you , may have a natural flair or with which you hove had 
' some experience. 5feu may find "gold'''in this worksheef,^^^^^ " 



HAVE YOij A FLAIR FOR 
BUSINESS SERVICES? ° 
—Accounting (small accounts) " 
vij--^redit investigating 
-^typing V * 
—Duplicating services * , ^ 
— Secretarial services 
—Country real estate * 
^Telephone soliciting 
— Fund-raUing ■ . 

.Selling insurqpce ' / ^ 
larketrng research 

HAVE YOU A FLAIR FOR SEWINQ? 

—Custom millinery 
^ — Upholstering, making ^slip covers, 
^ draperies ; 

— Oressnttiking - 
N^— Knitting 
; — Alteration center 

—Shirt hospitoi, darning, weaving 

— Patch quilts and spreads 

— Hand-sewn children's clothes, 
blouses, hcindkerchiel^!^ 

HAVE YOU A FUIR 
FOR HOME SKILLS? 

Hobsekeeping 

Practical nursing T 

' Child cgre 

^Nurse's 




HAVE YOU^ A FUlIf FOR HOME 
BEAUTIFICATrbN? 

— Interior decorating • 
—Antiques ; 
—Lamp and lampsKqdes ' * 

j4ave you a flair foft ' 
Writing? " ? - ; 

— Magazine writing 
^Editing ' / 

—Research . , 
-Ghostwriting 

—Copy for advertising brochures. 
-Columns for local newspapers 3 

HAVE YOl^ FLAIR FOR 
TEACHING? 

— .Substitute teaching 
— Adult education classes 
, — ilome classes • * 
— Private tutoring 

HAVE YOU A FLAIR FOR 
COOKING? 

— Health foods (for special diets) 
. — Homemade candy 
— Catering and casseroles 
—Food specialties (fams, cakes, 

jellies, cheeses, smoked products) 
— Food processing 
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HAVE YOU A FLAIR FOR 
WORKING ^VVfTH BIRDS, FISH. 



OR'ANIM^? 

_^C]^^ihg^an(^. selling puppies, 
• bir(cU/ fish ^ 
_lPet shop 

_Boarding, washing, and training 
pets 

_Hatcheries— rabbifs, frogs, 

bees, turries 
. For raising animals 



HAVE YOU A FLAIR FOR THE 
CRAFTS? 

—Ceramics Xdecorotive objects for 

the home) 
.plastics (innumerable kinds of^ 

objects for home and business) 
_:Met9l- work (costume jewelry, 

nwe\ty, hardware, lamps) 
_Weaving (rugs, ^carves, hand- 

woven tweeds and textiles) ' 
Leother 



Have you a flair for 

"TINKERING"? t . 

.^ixit shop 

_Radio repair ^hop 

Bic/cle repair shop 

Toy and doll hospital 



HAVE YOU A FLAIR' FOR 
DRAWING? 

^Greeting cards ^ ' - 

—Posters 

Stenciling * 

.„Art work for printers 
^Designing ^^ads'f for local stores 



HAVE YOU A ^KJREEN THUMB" 

—Potting plants ^ 

Raising garden plants fof eorly 

spring sale ' j^. 

Resigning winter bouquets 

'reparing herbs 

growing berries , ^ . _ ^ 

.Freezing homegrown foods 



Now look over your talents and skills and try to get help from specialists 
on such questions as: 



• Dp any of these skills suggest possibilities for a job in local business 
or industry? Do they suggest possibilities for self-employment? If 
so, how much capital would be required? 

• How con J^nd^ut if there js a local need or demand for such 
an object or such a service? 
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JOft^lART 



Topics for Discussion i 

This session afFords an.opportunit/ to consult with represehtotives from 
local or areo business organizations whiqk employ many persons in a 
variety of jobs. " 

^Suggostad Proceduras 

InWle OS many as possible of the area's business. Industrial and pr^ 
fessionai orffinizatioi^^ t^ send perspnhel directors or nianajgers to this 
meeting with a view to discussing fob opportunities with inter^ted mein^ 
of tlie woricshop. In all likelihood, these ^isineaur firms ot^ 
be glad to accept such cm invitation and will regard it as gjl^ 
latioiis as welf as an excellent opportunity to cb recruiting/ "l^^ 
fives who have been invited should be' briefed on the ob^ives^^c^^ 
par«cular session they will atfehd, as Well w^^^^^ 

should be aslced to describe job bpportuniries iniheir orgdnb^ations p^d the 
minimum qualifications for such jobs. Suggest that they bring apf^i«iation 
blanks with them pnd {|pr prepcfred to recruit if a candidate appears who is 
qualified and interested in a position. ' 

Assign each of the representotives to a separcrte room fe^ 
of interviewing or, if space does not permit this, allocate a separate area 
in one large rbom to each. * 

Workshop participants should be encouraged^ '^shop around'' and 
talk to persons from those business firms or agencies in which they have an 
interest or curiosity. ' ^ ^ 

^fter this session porticipants shoukJ be told they ought to stbrt '^dig- 
ging*P^oing job research and reading materials suggested in the appendix 
of this bulletin. 
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x4lOW TO LOOK FOR A JOB 



Topics for Discussion 

^ 1. How to find a job ^ . ' I > 

State Emplo/ment Seryice ' 

Commercial agencies ^ 

Want ads 
•K^ J College placement offices 

Unions or professional associations 

Self-initiated interviews (fdentif/ing firms ^through Cjossified Di- 
rectory) . ^ 
Civil Servicie Deportment— local. State, Federal 

2. Writing letters of application » 

3. Preparation of ^resume' 

4. Preparation foir. ap/(nterview . \ 

Having jnformoHipi read/ on the following: 
Past experience and education ' 
Specific and related skills 
Reason for leaving last job 
- ; References (names and oddresses) 

5. The job interview . i 

Promptness v ^ 
Importance of grooming 
Attitude toward the interviewer 

General behavior and speech \ ^ 



Suggested Procedures 

It is desirable to arronge to hoye the help of a personnel director for 
this, as w^il OS the foHqwing session, to discuss such topics as letters of ap- 
plicotion, resumes, and job interviews. 



For purpose^ of illustration, have on hand'Q generous num^^ 
ads, publkations of commercra I agencies, and puiatlkbtions of the State 
Employmeni SerytSa. ' • ^ 

Open the sessfbn with a discussion of ways to look* for a job, str^ing 
individual resourcefulness in Veoting'^aiVb. Give instru^^^ a 
letter, of application and resume/ utilizing the State Employment Service 
publication. Guide To Preparing 6 Resu(ne, a$ a reference^ Distri£>ute copies 
of the latter. • 

Have the personnel director discuss (1) how employers screen letters 
of appllcation;(2) wh0 constitutes ^a^ Ietterj9f application and resume; 
and (3) whci{^empioyers look for in q^^^ 

, If time permits/ practice in job interviewing can be achieved through 
role pjaying, using thiS i^r^onnel direicfor as the ''cjmployer" interviewing 
several ^^applicants'' for ^ 

This -shbuld l>e f^^ 
as/to «fhich of the applicants is most likefy to be hired. Thd ''employer'' 
shoulcl then he vc»ked to comifi|»n^. Further opportunities for experience- in 
being interviewed shpul^ bii glv^^ dt/ring the niaxt^ssion. . ^^^^^ 

Before the close of the session, ask tl^^sjarticipants^to prepare during 
the week, either a letter of applicotioni or a r^me. These should be brought 
irt for discussion and evaluation thrfollbwing Week* ^ 
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APRYINQ FOR A JOB 



Topics for Discussion ^ 

V ■ ' ■ ' ■ ^ 

Criticfsms of and suggest^j^s on letters of application and resumes 
Further job-interview demonstrations' 

■ ■ • ■ - / ■ 

Suggested Procedures 

Carefully plan the time to inspire that each porticipont has a chance to 
get direct assistance with her letter of application and being interYiewad. 
Onfceogoin/ou might enlist the aid of a personnel manager* 

During the first pact of the session/hove each paifticipant read her 
letter of application. This should ,be followed by comments from the con- 
sultant .as wfll CIS from the group. Participants should then be asked to 
revise their original letters. • • - 

After all participants have hod personal help, the remoincfer of the 
session should be devoted to a continuation of role playing in job-interview 
situations. ^ 
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Session VI 
• REPORTS ON JOB RESEARCHING 

Topics for Discussion^ 

Indtvidual reports on job researdiing ^ 
revaluation V. 

.Sugigdstoci Procedures ^ 

tliis lost session should., be planned so tliot each WQrlcshop^ member 
fias an opportunity, during the 2 hqurs, to iiiscuss her efforts at job research|- 
fng and her plans for getting a job. 

Some of the women mcqr hav^ come to^the conclusion tliat t^^ 
reaiiy want a job, but merel/ q change from the 'fineness'' of eye 
living. Some ma/ find the/ would like to bd<k to^^^k^ complete^ 
>igh school or college educotioh; some may wish^ enroll in adult e^ 
personal enrichment courses. Others may want to become Involved in some 
interesting and challenging volunteer work v 

For these women it might be desiroble to think in terms of one or two 
other short-term courees, ^uch as Conf/nu/ng Education for Women or Ser- 
vice OS o ^/unfeer. The first-mentioned course would deal with the vdrious 
opportunities provided by colleges 16 encourage women to return to the 
compus, and the many public schdbj adult educotion programs sponsored 
by the Federal government through the Manpower Development and Train- 
ing Act. ^ » > 

By the end of the workshop^ it may also become evident th 
the women injhe office occupo^iqns wou^^ short, intensiye^ 

refresher trtiining in such ;subjects as shorthand, new accounting methods, 
and computer operation. In such cases, the school should make every effort 
to follow through with the needed short-term training. 

It is helpful to know the degree to which individuals have benefited 
from par^potion in any course or workshop; Take time, therefore, to 
have the^aluatlon sheet, >yorbheet D,'(see page 26), filled out and re- 
turned. Also, arrqnjEie to have participants send bock the suggested fojlowup 
cord, (see page 28) at a specified dote, reporting qn their developments 
six months after the compietioni;^ the worbhop/ 



WORKSHEET D ^ 



EVALUATION OF WORiCSHOP 

1. ... :^ be fillecJ out during the last session) . 

NAME : - ; • ■ / ■ ■ • . • 

ADDRESS ■ • ,. . „ ' - - -X ^ ; . ' / i 

My prfmory reason for taking the workshop was to get help regarding: 

(Check correct answer(s)). : 

—job opportunities " . ' . 

how to look for a job 

—how to write a letter of application \ 
-^jother matters . 

The workshop helped mes 

• ^norie ! 

, some 

•. _a little 

_a great deal ^ • 
More specifit comments regarding the above: • . , — — ^—^ 



FOLLOWUP REPORT 



(To be mailed oh 



-4- 



>(month 



day /ecir) 



-) 



Rex Participation in Back to Wqrk^Workshop for Women (six months 
\atef) '~ * 

I should like to report the following developments: 



Name 



Address 




Name of Workshop Leader 



(address) ^ 
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SELECTED REFERENCES 



JOB HORIZONS^ 



Free Materials Available From New Yorfe State Agencies 

New York State. Department of Commerce. Women's Program (Cqr^ / 
Articles). 230 Park Ave., New York, New York or 112 State St., Al^iany; 
New York. ^ 
—Applying for your first /ojb, by Mrs. Gertrude H. Freese. The Department V 
^CareBrs for women wifh business degrees, by Edwina 6. Hogadone. the 
Department. 

— Careers in fhe f ravel business, by Dorothy Marsh. The Depa rtmen t. 
—Careers for young women in banks, by Ruth F. Irish. The Department. 
—Careers— /lome economists here and abroad, Helen G. Canoyer. The 
Department. 

— Expanding opportunities for women in life insurance, by Betty S. Martin. 
The Department. 

—}tomemakersl Reap rewards in retailing, by Karen R. Gillespie. The 
Department. » 

-^ore careers for women in fashion, by Mrs. Do)bthy L. Wallis. The De- 
partment. \ 

— Real estate as a canier for women, by Mrs. Josephine G. Schaefer. The 
Department. / 

— The lure of librarianship, by Helen Vandervort. ifhe Department. 

— iobs for women in menial health, by Mrs. Maitgaret M. Farrar. The De- 
partment. 

(Job Horizons Series) ' . 

_1c Pointers on how to apply for that all-important First job, by Miss 

Allalee A. Babbidge. The Department. 
— 5 Careers for women in technical writing, by Mrs. Florence R. Smith. 

The Department. ' • 

— 9 Careers for women in engineering, by Mrs. Anna Longbardo. The 

Department. 

• ■ 
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Ji^djSp^^ Opporfunities for women in New York State goverrimerif, by Ersa H. 
Poston. The Department/' 
I — 23 Advertising as a career for women, by Lucene Fergus. The Depart- 
ment. 

New York Stafe. .Deportment of Commerce. Women^s Program, 230 Park 

Ave., New York, N6W York or 112 State St., Albany/ New York. 

-^702 ideas for a business of your own. The Department.* 

— Marketing a /lome^procfucf. The Department. 

— Sales appeal in needlework. The Department. 

— So you wanf to be a caterer. The Department. 

— Nimb/e f/iimb/e s/iop. The Department. / 

—XiVc/ien fixings s/iop. The Department. 

— Art of needlework shop, the Department. ^ 

— The order of your appearance. The Department.'' 

— lob horizons for New YorkState women. The Department. 

(Business Service Series) i 
— 2 On the joys and sorrows of running a gift shop, by Ruth Jones. The De- 
partment.^ ^ 
—3 Home secrefary service, by Clorinda RIvette. The Department. 

New^YorkState;^ec|jtive Department. Albany, New York. 

— New York women . . and their changing world. The Department. 

New York State Department of Labor. Division of Employment. 370 Seventh 

Ave., New York, New York. ' ' 

— Are you d woman /oofcing for a /ob? The Department. 

— Guide to preparing a resume. The Department. 

— How fo gef and /lo/d f/ie rig/if/ob. The Department. 

_L/nemp/oymenf insurance facts for workers. The Department. 
_T/ie untapped pool of labor. The Department. 

— Are you shMing yourself off from one fourth of the labor market? The 
Department. 

Old— Or just mafure? The Department. . c 

_0/d IS ''o/d hat.'' The Department. 
. — Job. fesfs— a yardstick for hiring. The Department. 

New York State. Civil Service Department. State Campus, 1200 Washington 
Ave., Albany, New York. 
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— ioo&mg for a /ob? The Department; ' H 

— Careers for college graduates in NeWJfc^k State. The Department/ 
— Your career in public welfare. The De/parthient. 

— Your invitation to a career in, social i^ork in New York State. The De- 
partment. ' 

New York State. Education Department. Albany, New York. 
— Ma&f ng feac/iing ^our career. The Department. 
— A college education plus preparation for teaqhin^. The Department. 
— A career for you. The Department. 

New York State. Department of Mental Hygiene, Office of Community 
Mental Heqith Services. 240 State St., Albany; New York. 
—Career leaflets for |obs: Attendants. Nurses. Occupational therapies. 
Recreation instructors. Psychiatrics. Clinical psychologists. Social wibrfcers. 
" The Department. j ^ " 

New York State. State Commission for Human Rights. 270 Broadway, New 
York, New York. 

—Equal rights in New Yorlc State, (jobs^ housing, and public piqdes). The % 
Comntission. " ^ 

■ifi: .. _ .. ■ ■■ 

■.',."»' ■ 

Free and inexpensive materials available fronn non-State ag^riMes. 
Superintendent of Documents. U.S. Govt/ Ptg. OflF, Washington, dIC. 

—Career guide for demand occupations. The Department. 300. 
-LOccupafibna/ outlook handbook. 1963-64 ed. The Department. $4.75. 
—Occupafibna/ oufteolc €^arterly (Monthly Magazine). The Department. 
— Teaching opportunities, a directory of placement informafion.^50i 
-—You con get that job. (Maturity is an asset) The Department. 1 00. 
—Memo on job finding for the mature woman. Vie Department. 50. r 
—Toda/s woman is tomorrow's world. The^^^D^rtment. 500. \ 
^ob finding techniques for the college woman. Leaflet 27.* The Depbrtment. 
100. ^ ; 

U.S. Department of Labor. Woman's Bureau. Washington, D.C. 
Careers: 

Part-time employment for women. The Department. Free. 
Professional engineering. The Department. Free; ' 
Scf'ence futures for girls. The Department. Free. 
7965 HandbooJic on women worJIcers, Bulletin 290. 



Alumncre Advisory Center. 541 Madison Ave./New York^ New York. 
24 jobs for fh^ liberal arfs major. 25^C^ ' ^ 

American Association of Universit/ Women, EducatiOnql Foundation, Inc. ' 
New careers for- women/ 1 970-80. 

/Federation Employment pnd Guidahce . Service. Rfcharc/ J. «&drnhard Mem- , 
orial Library. 215 Park Ave. S., New York, New York. RefqUfies for the 
employmenf of mature wo/ner^and/or fhei'r confmuing educafion (A selectwd 
bibliography and aids). 350. ' if ^ , 

Institute of Life Insurance. Woman's Division. 277 Park Avel, New York, . 
Ntew York. - - ^ 7 , - ' 

^Working women . . who are fhey? Free.- ' 

y^ur ffnanciaf workshwf (A guide *fo> twomen returnihg to the job 

' Uprid). F/ee. / / . v 

Changing TiiVids Reprint Service. 1729 H St.. NW., Washington, D.G., 
Reference source for /ob /i0nfers. 35(2. . 

New York Life Insurance Co. Career Informatipri Service* Box 51,. Madison 
Square Station, l^ew York, New York. Career opporfuQities (56 boo|c1ets 
oncareers written by quthorttiofs In their fields). Free. ^ ^; ' 

Rochester Institute of Technology. 65 Plymouth Ave., S. Rochester^ New 
York. Vocafiond/ Guidance Series. Free. . - 

National Education Association. 1201 Sixteenth St. NW., Washington, 
D.C. Public feaching-~opporiuhifies for women college graduates, free. 

Catalyst in Education. 45 Labbe Ave., ^.ewistoh, Maine. Teac/iing: A: nafional* 
directory of preparation programs for women college grqduates. $11^ 

American Home Economics Associotiorn> 1600 20th St. NW;, Washing^ton, 

^-Jiome economics offers you a| career m^bc/af weHqce or public hjealth. 
^ 15?!. . . \ . 
Unsold your ftffure in home economics. Free. 

A career in home economics extension . . A diamqnd in your life. 10^. ' 

—Home economics career whee/. Free. ^ 

^Career opportunities in home ^copqmics in business. 35^. 

Community Service Society. 1 05 East 22 St., New York, New York. 
^Careers in social work. Free. 
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l-Social cose worJk-What it is. Free. ' 

—Questions and answers about social work. Fne. * 

Committee on Noting. National League of Nursing. 2 Park Ave., New 
York, New York. 

^Careers in nursing.' Free. 

— Nors/ng— a profess/on for you. Free. - 

Arnerican Institute of Certified Public Accountants. 270 Madison Ave.; New 
Ydifk; New York. Accounting may be the right field for you. Free. 
► Aijerlcan Association of Adyertbing Agencies, Inc. 420 Lexington Ave., 
New York, New York. The advertising business and Hs career opportuniiies. 
10<z!. 

. Young Women's Christian Association of the United States of Americo. 
Bureau of Communicatfons. National Board of the Young Women's 
^ Christian Association. 600 Lexington Ave., New" York, New York. Vistas 
for women. Free. * 

BOoj^S 

COs^IerjiMargaret. The woman executive. New York. Harcourt Brace. 1958. 
$3.95. 

Codper, Joseph D. A woman's guide to part-time jobs. Garden City, New 

York. Doubleday. 1963. $4.50. 
Edlund, Sidney. Pick your job and land it. New Jersey. Prentice-Hall, Inc. 

1940. $4.95. - 
Forester, Gertrude. Occupationa/ iHerature: An annotated bibliography. 

New York. H. W. Wilson Co. 1964. $4.95. 
King, Alice Gore. Career < opportunities for women in business. New York 
Dutton. 1963. $4.50. ^*r > 



Leeds, Gertrude. How to get^oiir First job. Washington, D.C. Atlantic Book 
Co. 1958. $1. 

AWnzer, Martha E. Unusual careers. New York. Knopf. 1 962. $3. 
Whitcomb, Helen, & Lane, Rosalind, Charm: the career girl's guide\to 

business and personal success. New York. McGrawrHill Book Co. 19< 

$6.95. . . 

Winter, Elmer A woman's guide to earning a good living. New York. 

Simon and Schuster. 1961. $4^95. ° 
Wyioff, Marguerite. Occuportiona/ planning for women. New York. Harpers. 

1961. $5. , 
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JOB TRAINING, GUIDANCE, 

AND OPPORTUNITIES 

FOR CONTINUING EDUCATION 

THROUGH 

PUBLIC SCHOOL ADULT EDUCATION"^ ^ 



r 



*Excerpted from a report prepared by Dorothy Dawson, Elizabeth cwell, 
BtancR)6t^ Nechanicky, Henrietta F. Rabe. State Education Department,. 
Albany, New York 12224 
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ADULT SECONDARY EDUCATION 



- ■ • - . . ■ ' - . ' ' . . ■ ' 

Adult education classes at the Mgh schooHevel have increased rapldl/ 
in recent years owing to the trend of establishing the high school diploma 
as a minimum educational requirement foK initial employment. Most of the 
many thousands of persons enrolled in thc»e classes in New York State last 
■ year weriB women.. - '"■^■^-.."'■^'''r' 

Many public sch^ls offer two or mpre routes to qualifying for a high 
school diploma through adult educalio^^^ 
tions cpndiHrted 

meets the neisds of d pisrson who already has acciimuloted some high sdidol 
credits. The Board bjF Reigents r<K»ntly authorized ^^i^^^ 

grade for all Regents Examinations, including those taken by adults in ac 
celerated classin. 

A second plan of quolificalfon comes through th<» high school equiva- 
lency testing program. 

High Jchool Equivalency TestTng Progrciin ' 

.. • ■ ■ ■ ,■ , • , ■'• "'^ ^ ■ ' ' . , 

The ^ploma which can be obtained through this program is the legal 
e<iu»yaj.ent of a di^ 

value to an adult who wishes tb <|uali5r ^r^ c types of employment or 
for promotion. It m'Sy also meet, rninimum requirements for entraiKe into 
some colleges in New York State. Individual colleges should be contacted 
for specific requirements. 

Age qualifications: Twenty-one years of age or over, or 18 years of^ 

age and out of school for two full years. - 

Residence: Must be a bona fide legal resident of New York 

State. ■ 

Areas of study: The five tests of the battery cover the Jive subject 

areas usually found in the high school curriculum: 

grammar, social studies, natural science, English 
literature, general^mathematics. 
Feet $6. 

Testing agencies: Thirty testing agencies located throughout New 

York State offer these examinations at regularly 
scheduled intervals. . 

* . * 35 - 
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Application procedure: Applications may be obtained from the principal 

(or counselor) of the nearest high school. Applica-"^ 
tion must be signed in the presence of the principal 
(or counselor) who will send the opplicotion and 
fee to the testing agenc/ at which the applicant 
wishes to be tested*. 

New York State Regenta High Skhool Diplomci 

An applicant who earns a Niw York State High Sch^^ 
Diploma can also earn a State Rc^hts High School Diploma by passin^^ 
with satisfactory grades; Regents examinations or their equivaleni in: 

• English comprehensive 

• American history and world baclcgrbunds ill or American history II 
and world history 

^ • A major sequence of three units in an elective field 

College Proficiency Examiination Program 

This provides persons who lack formal educational requirements but 
who have acquired extensive experience and knowfeidge In other ways to ^ 

ld<|jfnofetn^ 



Anyone who believes he is proficient in one or more of the common 
fielcbpf coUeigestuc^^ the College Proficiency Examlnj||tion. 

Age jin^ None 

Coll^ Credit: Amount of credit that may be earned by exami- 

' ^ nation will be determined by eoch institution. 

Degreer the New York State Board of Regents has recom- 

' V . mended that no more than half of the trecfits re- 

quired for a degree be granted on the biisis of 
examination alone. 
Estempfos^ areas College Proficiency Examinations are available in 
of study: such sub|Bcts as: American history, American litera- 

ture, biology, calculus A, calculus B, chemistry/ 
econtiinics, educational psychology, European his- 
. ^ tory, ^freshman English, French, Gennopr^tali 

Russian, Spanish, physics, ShakespealC tests and 



ImtltuHonst 



Teadiing cerHficates: 



measurenMnts, Western civilization. Write to the 
New York State Education Department for a com- 
plete listing. ' . 
' "lis for ckicH examination. * . 
Many New York State colleges and universities 
boVe ogi^ in princ^^ granting 
credit for scrtlsfddorjip^^ lj^^ 
ProfllSency Exdmlnatidns; Policiiss vary and the 
individual eblie^ credits 
to :be''aibw9!^^''';^ ;:■ ■ ■■■■ ■ ,■ v 

Individuii^ ^hp hoM a bdccalouri^ degree or 
fbrelj^n eqii^ fecwli may satisfy 

some of the; exami- 
nation. Passing seoreit determined by the State 
Education Department will be accepted in lieu of 
course arwJli t^^^^ requirements in general 

educationUn the te<Miihg :Rel(d^^^^ 
educotioiii. No ix«3^^ re- 
place the practice teaching experience. 
Gertiflwl tpdchers mdy also use the mamimitions 
to medf so^e requfrem^^ for permanjsnt cerrifi- 
cdtion or to ^nd c^rrttficotion to a second sub- 
- feet. For further ■trrfbrmatfon wff^^ 
Unh, Division of Teacher Education and Certifica- 
tion, New York State Education Department, 
800 North Pearl St., Albany, New York 1 2204. 
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BUSINESS AND OFFICE EDUCATION / 

Interest and participation in adult business education httqi it^ to 
the point where it is an important part of most public school (}usfhes8t pro- 
grams. At the present time courses ore offered in almost every phase of 
modern business. ' . ' s 

A few of the specific occupations for which adults are prepared include: 

Bookkeeper 

^ Bookkeeping machine' operator. 

Clerks in tr(||e ' , 
File clerk 
Hotel clerk 
Insurance clerk 
Mail clerk 

Office machine operator 
Payroll clerk ' 
Receptionist and informotion clerk 
Secretary 
Stenographer 

- - - ~ Stenotype operator : 

Telephone operator 
Ticket agent 
Typist 
Varitypist 
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DISTRIBUTIVE EDUCATION ' 

The program in distributive ectucotibri is designed to prepare ddults 
for initial employnrient in titi distributive (keupatioii^^ upgrade present 
employee* for and better jdbsjqC^ 
to the field. The program Is offered at^^^^^^ 

mornings, afternoons, evenlngs^oh weekdaysUind Si^rclays. Programs 
are made available tKrough:loc(Cpth^ 
offices, di^ steles, as 

such ios libij^e^ chdmbirf of eltibs; Irt 

some schools classes ore pffered at nd cost, while at othere there 4s a small 
registrcrtiori fee for the cost cff in^c^ and/or inqWbIs and supplies. 

Distrlbutfveeducation courses Include t^^^^ 
. . • Advf rtising 

' • Business management 

• Buying ond merchami^^ pro^^^^ 

^ Credits and collections ' ^ 

• Insurance 

• Preseasonatemplo/ee training 

• Reofestote 

• Retailing 




HOME ECONOMICS EDUCATION 

Rersoiu who may . i^nefif from ^employirifBrnt pri^iaioration intliome ecor' 
nornics at the acfult level iitdMd^ 

\to capitalize on peti^naf sicilb. tO; : increase ^oojiy; in^im; adu whose . 
responsibilities ai;el redii^e^ q who now seek regular emplpynrtent; qn^ 
thcMt who are i^tilqr^:^ibot vi^ge earners and are iri* 

terei4|E^ irnproyingfir^^i^ 
TKe empioymc^ 

and the homiEHrel^^ purr 
pose of thift |)rogipm U fop^^ he)p tho9% whpx^^^ 

• have d Vilify' to 

employed but nftecl||dditip * 

• need to impr9ve sicms used In pi'esent jobs 

1^^. • need new or acldftibnal sicills to adjust to technological changes in 
their occupdtionatarea \ < * 

• are presently employed in {obs which are bewm^ limited or ob- 
solete as a result W changes Tn production methods, international 
markets, corisumer demands, dnd general economic conditions' 

, L areuiotemsted jn 'entering theJabor-jnarketJiutJ^ 
oration for employment * 

■■. ' • 

Sotne occupations , using home economics knowledge and skills that 
hove }o^eti identified for adult employment preparation ore listed below. 
Others moy be found by. exploring possibilities in the locor 

• (^hiid core (Center worker 

• Clothing qlteirer 

^. Clothinig maintenance specialist 

• Companion to qn elderly person * 

• Food service worker 

• Hoifnemaker's assistant 

Hotel and motel housekeeping aide 

• Management aide in low rent housing project 

• Visiting homemoker . 
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AAANPOWER bEVELOPMENT TRAINING 
PROGRAMS 

A program fosthel training of unemplpyfed and underemployed workers,, 
and a brood program of research in the field of manpower have been es- 
tablished by the AAanpower Development and Training Act of 1962: Slric^ 
it is a landmark in domestic economic legislation, the Act Is of interest not 
only to those directly affected, but to all Americans. 

Responsibility for the development of MDTA training progrdms is 
shared by the New York State Department of Labor and the New York 
State- Education Depdrtmenf. The Labor Depai^ment is rwponsi^^^^^^ de- 
terminingihe need for recruiting trainees and for eissiitfng in their place- 
ment upon completion of trolriini They are also resportsibte for subsistence 
parents and share the responsibility of approving programs With the 
State Education Department. The State Education Department is resfKins?- " 
ble foe .the training programs. -^^^^^^^^^^^a ^^^^^ 

The Act provides a program for the training of workers for job op- ' 
portunities that have been found through research and other means, such as 
labor market surveys. Individuals are selected for programs who are in one 
of the following categories: 

• unemployed (includes members of farm families v/ith less than $1200 
ximniah net-familynncomB)~7 ^ ' — " ~~ — 

• working below their skill capabilities 

• working substantially less than full time 

• will be working less than fyll time or will be unemployed because 
their skills hove become, or are becoming obsolete, or 

• are between the ages of 16 and 22 and in need of occupational 
training and further schooling 

Before training is undertaken, hovyever, H must be determined that: 

• these workers cannot reasonably be expected to g^t appropriate 
full-time employment without such training and 

* 

• there b treasonable expectation of employment in the occi/fotion for 
which the worker is to be trained 
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■ ^ ■„■ . ■ . ■ ■ . / 

There is no cost to trainee^ for any training received under the Act. At 
present/100 percent of the operating cost of training programs for unem** 
ployed persons is ppid by the Federal Government through the Department 
of Health/ Education/^and Welfare. After June 30, 1966, however, the 
Federal Gove7nmeat Will pay 90 percent of the cost of the program, and the 
remaining 10 percenVwill be pdid from other funds. Many workers enrolled 
in trainirtt programs Under the Act will be eligible for allowances under 
certain <»nditiohs. j^pecial counseling services are available to trainees. 

Sonft» MDTA areas in which women are enrolled include: 

3pin^ machine operator 
Casnidc / 
GrcKeiy checker 
Nur|e'iaide ' 
Practical /nurse 
Stenpgrdpher 

Teacher ^ 
Typist »^ 

OPPORTUNITIES FOR INDEPENDENT STUDY 

iState University of New York, Ajbany, Office for Continuing Education. 
Judej^ggidhrd^udy^^ . : 




j^|ty University of NeW York. Universify of the air cata/og. 1 968. 
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Thii booklet is publishad primarily foir use in fbe schools of New York S/a/e, 
and free copieU are available to New York Sfafe school personnel when 
ordered through a isch0pl administrator from f he Publications Distribution 
Unit, State Education Bultding, Albany, New York 12224. - ^ 
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